Y Department of Veterans Aftairs RECORDS TRANSMITTAL AND RECEIPT s

INSTRUCTIONS: Completeandsendoriginal andtwo copiesof this form to theaddresshownin item 1 "TO". Seespecificinstructionson reverse.

PAGES

1. TO 5. FROM (Enterthenameand completemailing addressof the office that ownsthe recordsand the office shippingtherecords,if different.)
VA Records Center and Vault (RC&V)
11793 Lime Kiln Drive
Neosho, MO 64850
TRANSFERRING FACILITY OFFICIAL (Signatureandtitle) DATE
2. TRANSFER

AUTHORIZATION

TRANSFERRING FACILITY LIAISON OFFICIAL (Name officeandtelephoneNo.)
3. POINT OF

CONTACT

4. RECORDS RECORDS RECEIVED BY (Signatureandtitle) DATE

CENTER AND
VAULT RECEIPT

6. ACCESSION NUMBER

7. CATEGORY OF RECORDS TRANSFERRED 8. PLANNED SHIPMENT DATE

I:l VITAL RECORDS I:l OTHER RECORDS

9a. TYPE AND VOLUME OF RECORDS

9b. MICROFILM VOLUME (No. of Reels) 9c. MICROFICHE VOLUME (No.ofmicrofiche) 9d. TAPE VOLUME (No. of Tapes) 9e. PAPER VOLUME (Cubicfeet) 9f. OTHER VOLUME (Specifybelow)
10. 11. 12 13 14.
RECORDS SCHEDULE RECORD TITLE/SERIES DESCRIPTION RESTRIC.TIONS DISPOSAL DATE DATE RECORDS TO BE
AND ITEM NO. (Show inclusive dates of records) RETURNED (If

VA FORM JetForm
APR 1999 0244



INSTRUCTIONS FOR COMPLETION OF VA FORM 0244
FOR COMPLETION BY THE TRANSFERRING FACILITY

Item 1. Self- explanatory.

Item 2. Signatureanddateof the RecordsOfficer is requiredif the recordsarebeingtransferredrom a VA installation. If anon-VA office is transferringrecords,an
authorized official as designated by the head of the agency must sign and date.

Iltem 3. Showthe nameandcommercialtelephonenumber,including areacode,of the personto contactconcerningtherecords.
Item 4. To becompletedby the RC&V.
Item 5. Self-explanatory.

Item 6. A separateccessiomumberis requiredfor eachseriesof recordslisted ontheform. A seriesconsistsof recordshavingthe samedisposalauthorityanddisposal
date that are transferred together to the RC&V. The RC&V will assign this number upon receipt of the completed form.

Item 7. Placean"X"in the appropriatebox to indicatethe categoryof recordsto betransferred.
Iltem 8. Showthe anticipateddatethe recordswill besentto the RC&V.

Item 9b thru 9f. Showthetype of records,in the mediumshown,andthe total volume of recordsbeingsentto the RC&V. (A standardsizeboxof paperrecordsequalsl
cubic foot.)

Item 10.Providethe appropriateRecordsControl Scheduleor Vital RecordsScheduleandltem Numberthatauthorizeghe recordsto be storedand/ormaintainedat an offsite
storage center. For other than vital records, cite the National Archives and Records Administration disposal job number if it has not been incorporated into an updated recc
control schedule.

Iltem 11. Describetherecordsasshownin the appropriateRecordsControl Scheduleor Vital RecordsSchedule.Inclusive datesof the recordswill be shown. Thisitem
may also be used to briefly describe the contents of each box of records in the shipment; e.qg., if there are a total of 10 boxes, show box 1 and list the first record in the box
the last record in box 1. This procedure may be used to identify files in all 10 boxes of the shipment.

Item 12.Enteroneof thefollowing codesto indicatewhetherthe useof the recordsis restricted. Explain any specialrestrictionsat the bottomof the form:

Code Restrictions

Securityclassification

Top Secretsecurityclassification
Secretsecurityclassification
Confidentialsecurityclassification
Restricteduse- witnessedlisposalnot required.
Restricteduse- witnessedlisposalrequired.

No restrictions

=0

ZsTOW

Iltem 13.Computethe disposaldateby usingthe dispositioninstructionsshownin the RecordsControl Scheduleor Vital RecordsSchedule.

Item 14.Completethisitemin instancesvheretherecordsareto be maintainedatthe RC&V for a periodof time andthenreturnedto theretiring facility. For example vital
record tapes.

Use VA Form 0244a, Records Transmittal and Receipt, Continuation; when additional space is required for listing records information. Instructions for completion of VA
Form 0244, apply.



